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iRt FOR:  Speciol Assistant,
Office of the Deputy Director (Flans)

1.

2

3.

PROBLIM:

Beview the operation of the DUP Registry to determtue, (a) if changes
lo the original requirements snd chjiectives have ocourred which in
twrn reguire changes in the system, anfl (b) 1P improvements in the
pregent system are needed,

ASSMPIION:

A single point for controlling s filing correspondence is odmine
istratively and operationslly more efficient than direct routing
to the DDP and offbeers on hiz iomediate staff, with controls and
filee naintained by the individual seerstaries

PACTS ERARIAG ON THE PROBLEM:

B Bwnmmmmstuﬂmsmla&immrdﬁemng
vhat correspondence should be filed and in whioh flle 4% should
be plsced f.e. subject or chronc file. (Teb A)

e %mmnkmmmmmngmummwy
mmm@mmmmmtmmmm
Wca% mg;gnm wvhich would farilitete f1ling and reference

c. ﬁmmﬁmmm&mwMﬁmmmy
acceptod standards. (i.e. the use of folders, fasbciors, labels,
guides ete.) (Tab E)
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k.

d.

mmm'mmwm& for changes in requivements

mmmmmmmmmmmmm

foasivle. (Tebs C & B)

¢, The leok of uniforn stenfionds, guiden, and fnstructions makes

mmmmmrermmmmmmmm
to povoke lotre-office miouw 7o

£.

Hoglatey personnel now conaists of three persous; o supervisor
wm»mﬁmmm&mwmwum
hmve besn with the Repgletoy lose then thros moothe.

W%&WW?M&WW&M@
refention period. The subject file is cut off smuslly and forwverded
to Archives after throe yearn for permament retention. These sre
standexd disposition instructions for sush Tles but the fype of
material to be placad in each noeds to be redefined, i.e., the shrono
mnmmwmm&xmuamkma
mmmmmmm (Pab A)

The subject riles sre madntained unfer s mbject mmeric systen but
sextensive revision is vesled {0 incvease ity effectivencen, simplify
mmwmmm, mm&mmm&m

It is believed that the clerk time required to uperate the logging
axi control system cun be materislly refuced sl fte effectivencas
incyeancd. This cin be sccomplished by: (a) eliminsting sertain
mmmm” sunsidered necessary, () using & form

?r mmm%mumezmwmmm

and comtrol systen is hasioally
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under control, end (4) esteblishing & eut off in
Yaubect wﬁmmmﬁmmm:mmp@m

Wrwmwmm 14 takes elmost a year

?fﬁa&mmmmmmwmmmmm

. wndarpkoniahie m that there are 0O witten prow
rements sod many of the deaisions are dased on vhat
2 " wapka, 68 Qe ?-M [P LN ’_.ri“'“'_ mg:}:;m
im = N xf m W 5 m 1 3 _,'v;;!“\;‘ R € 444 z -
radiicel to vriting, the training time can be meteriully redvoed,
the vhole system will be more effective, wﬂ% m m@f
the office.

mwmﬁm:sMvamﬁtmm@“Wr"
mm.mmmmmm«

CORCIISIONS:
Be mwwmwmmmmmmmn

mefwmmewamiﬁma:mm&mv s
m.mmmmmmxwmwmmy

~ Selent ond wwy'ahm”rzieﬁmfwg,&

a mwmy &Wmm vho can work with the h gement Staflf
representative in ingtalling asd developing the changes
rescupendod.

Bevi ‘j requirements : tajned in the
» ripe the Arow ﬁmmﬁwmwmm
b m@mzmwsmmmmzmmm&

23 im £1le systsm in spcordance WiL
G WMM&&;@ » ance i !
im G; b} ¥ilicg

d. mﬁmﬁnmﬁmmmwmmmmz.

¢ mq@;mawmw sliminate umnecessary work. {7ab C & D)

3=
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We&mmmbjeﬁtmﬁ‘wmwﬁm

include the alphsbeticad ebetract file.

Attachuento:

Tob A ~ Recotmended Chenges fn Fild
Teb B « Aress Por Improvament of the
ecomnenied Improvessats in the

25X1A9%9a
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